Sample B Visitor Letter

Use Your [Host] Department Letterhead for This Invitation


Dear [Name of International Visitor]:

We are delighted to welcome you to the North Carolina Agricultural and Technical State University!  Thank you for accepting our invitation to visit the [Department of_______] at North Carolina A&T State University from [mm/dd/yyyy] to [mm/dd/yyyy].  Your activities will include [attending ______ workshop/conference; giving a lecture; participating in _____ lecture series; etc.].

The U.S. government permits academic institutions to provide honoraria and/or reimbursement for incidental expenses to foreign nationals if the following qualifications are met:

· You must be present in the U.S. in visitor status (B-1 or WB) per the notation on your I-94 card.  Note: Canadians and Mexicans who cross the border without obtaining a form I-94 are presumed admitted to the U.S. in B-1 or B-2 status.
· The academic activity at NC A&T State University for which you wish to receive honoraria/reimbursement must be no longer than 9 days.

· You cannot accept honoraria/reimbursement from more than 5 institutions in a six-month period.

Please ensure that you review these qualifications to determine if you meet the eligibility requirements to receive an honorarium/reimbursement (if applicable to visit) from NC A&T State University.  If applicable, and you are eligible, as the host department, we will help you complete the necessary internal forms to receive payment.  In addition, copies of the identity and visa pages of your passport and a copy of your Form I-94 (Arrival/Departure Record) will be collected upon your arrival to NC A&T State University.  

In order to enter the United States, you will need to apply for a B-1 visa stamp at a U.S. Embassy in your country or enter the U.S. under the Visa Waiver Program.  Note:  If you enter under the WB visa waiver program, you are not required to obtain a visa and may not be issued a Form I-94 document upon entry to the U.S.
As your host department, if you have any questions about your upcoming visit, please contact me at [phone/email for department contact].

Sincerely,

[Department contact name & signature]

